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1) Visit www.iowagrants.gov. 

a. If you are already a registered user, access your account by selecting the “Returning 

Users Sign in Here” link. 

b. If you are not a registered user, you will need to complete the registration process in 

order to access the site.  Select the “New Users Register Here” link to register. 

 

2) From the Main Menu, select “My Grants” 

 

 

3) You will see a list of your approved grants that are currently underway.  Select the name of the 

grant for which you wish to submit a claim. 

 

 

  

http://www.iowagrants.gov/
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4) The screen that opens (shown below) will list several available components. Select the “Claims” 

link. 

 

 

5) Once the Claims screen opens, select one of the “Add” links. 

 

 

  



FY12 Perkins Continuation Grant:  Claims Submission Process 
September 2011 

3 
T. Cooley, September 2011 

6) Enter the reporting period for the claim (you can ignore the “Category” field).  Since the 

Department is requesting quarterly submissions, the following reporting periods are suggested: 

 July 1, 2011 – September 30, 2011  (submit by October 31) 

 October 1, 2011 – December 31, 2011  (submit by January 31) 

 January 1, 2012 – March 31, 2012  (submit by April 30) 

 April 1, 2012 – June 30, 2012   (submit by July 31) 

Once the dates are entered, select “Save” at the top of the screen. 
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7) Once the dates are saved, you’ll see a screen similar to the one shown below.  Select the “Return 

to Components” link located in the Reporting Period bar to access the forms that must be 

completed regarding the claim being submitted. 
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8) The components list shows the forms that comprise each claim submission.  To view/complete a 

form, select its name.  Note the “General Information” form is already marked as “complete.”  This 

form is populated with previously entered data, thus no edits should be needed. 
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9) The “Reimbursement” form is used to enter the dollar amounts of the claim by budget category.  

To access the entry screen for the form, select “Edit” at the top of the page (note: the first time 

this form is accessed, it may automatically open to the entry area).   

 

The “Contract Budget” column lists the dollar amounts budgeted in the application for each 

budget category.  Enter the amount being claimed under the “Expenses This Period” column.  

Once entered, select “Save” at the top of the screen. 

 

Once your information is entered and saved, select the “Mark as Complete” link (note: this step is 

needed for each form as it is completed). 

 

10)  The “Reimbursement Request” form (see screen shots on the following page) is used to provide 

a brief description of how the dollars claimed were used and to indicate who from the grantee’s 

entity is submitting the claim.  Note this is a two part form (different steps are necessary to 

complete each part) : 

 

a. Part 1 – Claimant Information 

To access the Claimant Information entry area, select “Edit” at the top of the page.  Enter 

the requested information, then select “Save.” 

 

b. Part 2 – Claim Description 

To access the Claim Description entry area, select the “Add” link for this section.  This will 

open the entry screen.  Select a line item for which a claim is being made, enter a brief 

description of how the funds were used, and select “Save.” Repeat this process for each 

line item for which a claim is being made. 
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Once all entries for this form are saved, select “Mark as Complete.” 

 

Part 1 (access by 

selecting Edit) 

Part 2 

(access by 

selecting 

Add) 
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11) The “Reimbursement Documentation” form is used to attach supporting documentation related to 

the claim.  To open the attachment screen, select “Add” at the top of the page. 

 

Locate the supporting document (saved on your computer) to be attached by selecting the 

“Browse” button, then enter a brief description of the document and select “Save” at the top of the 

page.  Repeat this process until all supporting documents have been attached. 
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12) Once saved, the attached documents (file name) and their descriptions will appear in a list format, 

similar to what is shown below: 

 

Once all supporting attachments have been added to this form, select “Mark as Complete.” 

 

 

13) Once all claim components have been filled out and marked as complete, you are ready to submit 

the claim. From the components list screen (see Step 8), you will see two options: Preview and 

Submit. 

 

First, select “Preview.”  This will show a summary of the information contained within the claim.  

You will need to print this form (use the “Print” icon at the top of the page), sign it, and mail a copy 

to Sue Ann Van Gundy at the Iowa Department of Education. 

  

 

 

 

 

 

(1)  

Person completing the 

claim forms signs the 

printed copy and mails 

it to the DE.  
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Second, select “Submit.”  This will open a verification screen that asks for the name of the person 

submitting the claim.  Once this is completed and saved, the electronic submission process is 

complete.  Again, make sure a signed hard copy of the claim summary is sent to Sue Ann Van 

Gundy at the Iowa Department of Education. 

 

 

Questions regarding the claims submission process can be directed to the following: 

 

Tom Cooley, Administrative Consultant  (515-281-4700 or tom.cooley@iowa.gov) 

 

 

 

 

 

 

 

(2)  

mailto:tom.cooley@iowa.gov

